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Function List by Role: 
 

If you are the . . . . . . and want to do this . . . . . . see page number: 
Custodian List Assets  50 
Custodian Change User and Location 17 
Custodian Change Location  19 
Custodian Request a New Custodian, User and Location 30 
Custodian Request a New Custodian and Location 32 
Custodian Request a New User and Location 34 
Custodian Record a Physical Resolution 41 
Custodian Record a Declarative Resolution 43 
Requested Custodian Change Custodian, User and Location  21 
Requested Custodian Change Custodian and Location  23 
User List Assets 52 
User Change Location  25 
User Request a New User and Location  36 
User Request a New Location 38 
User Record a Physical Resolution 45 
User Record a Declarative Resolution 47 
Requested User List Assets 53 
Requested User Change User and Location 27 
Any Change All Fields for a List of Assets 15 
Any List Assets based on Criteria 54 
Any Register for Asset Event Notification 56 
Any Register for Open Asset Request Notification 57 
Any Register for Closed Asset Request Notification 58 
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Function List by System Menu: 
 
1) Update Asset Information: 

a) Change All Fields for a Manually Entered List of Assets 
b) Change User and Location of Assets where I’m the Custodian 
c) Change Location of Assets where I’m the Custodian 
d) Change Custodian, User and Location of Assets where I’m the Requested Custodian  
e) Change Custodian and Location of Assets where I’m the Requested Custodian 
f) Change Location of Assets where I’m the User 
g) Change User and Location of Assets where I’m the Requested User 

 
2) Request an Update of Asset Information: 

a) Request a New Custodian, User and Location for Assets where I’m the Custodian 
b) Request a New Custodian and Location for Assets where I’m the Custodian 
c) Request a New User and Location for Assets where I’m the Custodian 
d) Request a New User and Location for Assets where I’m the User 
e) Request a New Location for Assets where I’m the User 

 
3) Record a Resolution: 

a) Record a Physical Resolution for Assets Where I’m the Custodian 
b) Record a Declarative Resolution for Assets Where I’m the Custodian 
c) Record a Physical Resolution for Assets Where I’m the User 
d) Record a Declarative Resolution for Assets Where I’m the User 

 
4) List Assets: 

a) List Assets where I’m the Custodian 
b) List Assets where I’m the Requested Custodian 
c) List Assets where I’m the User 
d) List Assets where I’m the Requested User 
e) List Assets that meet Criteria of my Own Choosing 

 
5) Register for an E-mail Notification: 

a) Register for Asset Event Notification 
b) Register for Open Asset Request Notification 
c) Register for Closed Asset Request Notification 

 
 
 



Sunflower Assets Web Transaction Pages 07/03/01 Page 5 of 59 

Common Screens: 
 
Several screens in the web transaction pages can appear in many places.  These screens are described 
here to provide a central reference point. 

List of Values Screen: 
 
Purpose:  This is a typical List of Values screen which displays when you press the arrow button (�).  
The information the screen displays (e.g., custodians, users, locations) changes based on which field is 
being used, but the basic operation of the screen is the same.   
 

 
 
Usage: 
 
� In the “search for . . . like” field, key in the value you wish to find and press <Tab>. 
� You can use the percent sign (%) before and/or after the value you key in as a “wildcard” in order to 

match the characters you typed in with the values in the system. 
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Asset Query Screen: 
 
Purpose:  This is the asset query screen and it displays any time you use the <Enter Query> button for 
assets.  This screen allows you find assets based on criteria you enter.   
 

 
 
Usage: 
 
� Key in or select any number of fields found on the bottom portion of this screen image.  Note the 

radio button to switch between the assigned and requested steward, custodian or user. 
� After you have entered your criteria, click once on the <Execute Query> button and all the assets 

which meet your criteria will display on the original screen. 
� To re-enter the criteria, click once on the <Clear> button – the screen will clear & you can start over. 
� If you choose not to complete the query, click once on the <Cancel Query> button. 
� The <Recall Last Query> button will re-display the last set of criteria used. 
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Asset Details Display 
 
Purpose & Usage: This is the expanded format of the asset list display.  It appears when you click on 
the Show Asset Details check box.  To return to the shorter asset list format, uncheck the Show Asset 
Details box. 
 

 
 
 



Sunflower Assets Web Transaction Pages 07/03/01 Page 8 of 59 

Asset Detail Information 
 
Purpose: This is a pop-up window which displays when you click on the hyperlink for an asset. 
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Organization (Steward) Detail Information 
 
Purpose: This is a pop-up window which displays when you click on the hyperlink for a Steward. 
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Custodian or User (Person) Detail Information 
 
Purpose: This is a pop-up window which displays when you click on the hyperlink for a Custodian or 
User (person). 
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Sample Error Screen 
 
Purpose: This is an example of an error message screen.  This example shows where an attempted 
updated was not allowed by the system because the user was not authorized for the selected asset. 
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Sign-On Screen: 
 
Purpose:  This screen allows the user to sign-on to the web transaction pages, thereby enabling security. 
 

 
 
Usage: 
 
� Key in your system ID or Name exactly, or use the List of Values button to select your name 
� Click once on the <OK> button 
� The system will take you to the Main Menu 
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Main Menu: 
 
Purpose:  This is the main menu, allowing you to choose between the types of functions to perform. 
 

 
 
Usage: 
 
� Click once on the button of your choice to be taken to the appropriate sub-menu: 
� Update Asset Information: Functions to update assets 
� Request and Update of Asset Information: Functions to request asset updates 
� Record a Resolution: Functions to record inventory finds for assets 
� List Assets: Functions to list asset information 
� Register for an E-mail Notification: Functions to sign-up to receive e-mails for system activities 
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Update Asset Information Menu: 
 
Purpose:  This menu lists the various ways you can update asset information.   
 

 
 
Usage: 
 
� Click once on button which most closely matches the function you want to perform and the system 

will take you to the appropriate screen. 
 
 
 
 



Sunflower Assets Web Transaction Pages 07/03/01 Page 15 of 59 

Change All Fields for a Manually Entered List of Assets: 
 
Purpose:  This screen can change the steward, custodian, user or location for any list of assets, provided 
you have the authority to work on that asset.  Authority is determined within Sunflower itself and it 
based on the functions you can access and the data you are authorized for.   
 

 
 
Usage: 
 
� Top section: Information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Change All Fields for Manual List cont’d: 
 
� Bottom section: Assets to be updated: 
� The screen displays in “Manually List Assets” mode initially. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 
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Change User and Location of Assets Where I’m the Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian.  
You can change the user and/or location of any of the displayed assets. 
 

 
 
Usage: 
 
� Top section: Information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Change User and Location where I’m the Custodian cont’d: 
 
� Bottom section: Assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Change column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 

 
 
 
 
 
 



Sunflower Assets Web Transaction Pages 07/03/01 Page 19 of 59 

Change Location of Assets Where I’m the Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian.  
You can change the location of any of the displayed assets. 
 

 
 
Usage: 
 
� Top section: Information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Change Location where I’m the Custodian cont’d: 
 
� Bottom section: Assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Change column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink) 

(hyperlink).  In this example, you could click once on the asset identifier and a pop-up window will 
display with more information about the asset. 
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Change Custodian, User & Loc’n of Assets Where I’m the Requested Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian 
who has been requested to accept a change.  You can change the custodian, user and/or location of any 
of the displayed assets. 
 

 
 
Usage: 
 
� Top section: Information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Change Custodian, User & Location where I’m the Requested Custodian cont’d: 
 
� Bottom section: Assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Change/Deny column 

next to the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink) 

(hyperlink).  In this example, you could click once on the asset identifier and a pop-up window will 
display with more information about the asset. 
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Change Custodian and Location of Assets Where I’m the Requested Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian 
who has been requested to accept a change.  You can change the custodian and/or location of any of the 
displayed assets. 
 

 
 
Usage: 
 
� Top section: Information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Change Custodian & Location where I’m the Requested Custodian cont’d: 
 
� Bottom section: Assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Change/Deny column 

next to the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink) 

(hyperlink).  In this example, you could click once on the asset identifier and a pop-up window will 
display with more information about the asset. 
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Change the Location of Assets Where I’m the User: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the user.  You 
can change the location of any of the displayed assets. 
 

 
 
Usage: 
 
� Top section: Information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Change the Location where I’m the User cont’d: 
 
� Bottom section: Assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Change column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink) 

(hyperlink).  In this example, you could click once on the asset identifier and a pop-up window will 
display with more information about the asset. 
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Change User and Location of Assets Where I’m the Requested User: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the user who 
has been requested to accept a change.  You can change the user and/or location of any of the displayed 
assets. 
 

 
 
Usage: 
 
� Top section: Information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Change User and Location where I’m the Requested Custodian cont’d: 
 
� Bottom section: Assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Change/Deny column 

next to the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
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Request an Update of Asset Information Menu: 
 
Purpose:  This menu lists the various ways you can request a change of asset information from the 
person responsible for the asset.   
 

 
 
Usage: 
 
� Click once on the button which most closely matches the function you want to perform and the 

system will take you to the appropriate screen. 
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Request a New Custodian, User & Location for Assets Where I’m the Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian. 
 

 
 
Usage: 
 
� Top section: Requested information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Request a New Custodian, User & Location where I’m the Custodian cont’d: 
 
� Bottom section: Requested assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Request column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
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Request a New Custodian and Location for Assets Where I’m the Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian. 
 

 
 
Usage: 
 
� Top section: Requested information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Request a new Custodian & Location where I’m the Custodian cont’d: 
 
� Bottom section: Requested assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Request column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
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Request a New User and Location for Assets Where I’m the Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian. 
 

 
 
Usage: 
 
� Top section: Requested information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Request a New User and Location where I’m the Custodian cont’d: 
 
� Bottom section: Requested assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Request column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
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Request a New User and Location for Assets Where I’m the User: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the user. 
 

 
 
Usage: 
 
� Top section: Requested information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Request a New User and Location where I’m the User cont’d: 
 
� Bottom section: Requested assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Request column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
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Request a New Location for Assets Where I’m the User: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the user. 
 

 
 
Usage: 
 
� Top section: Requested information to be changed: 
� Use the List of Value buttons next to each field to select the new values to apply to the asset(s) 
� You can also key in a few characters of the desired value followed by the percent sign (%) and 

then press the List button to get a shortened list of choices. 
� You can key in any combination of fields in the upper block. 
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Request a New Location where I’m the User cont’d: 
 
� Bottom section: Requested assets to be updated: 
� The screen automatically lists all assets assigned to whomever is logged on to the system. 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Request column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the information to be changed and the assets to be updated are both filled in, press the <Save> 

button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
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Record a Resolution Menu: 
 
Purpose:  This menu lists the various ways you can record a resolution (inventory find) for an asset. 
 

 
 
Usage: 
 
� Click once on the button which most closely matches the function you want to perform and you will 

be taken to the appropriate screen. 
 
� Definitions: 

� A resolution is Sunflower’s term for noting an inventory find. 
� A “physical” resolution is one where you have physically seen and located the asset. 
� A “declarative” resolution is one where you state the asset is found, without positively seeing 

or locating the asset. 
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Record a Physical Resolution for Assets Where I’m the Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian. 
 

 
 
Usage: 
 
� Top section: Location of the asset: 
� Use the List of Values button to select the location of the asset 

 



Sunflower Assets Web Transaction Pages 07/03/01 Page 42 of 59 

Record a Physical Resolution where I’m the Custodian cont’d: 
 
� Bottom section: Assets to be updated: 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Resolve column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the location and the assets to be updated are both filled in, press the <Save> button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 
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Record a Declarative Resolution for Assets Where I’m the Custodian: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the custodian. 
 

 
 
Usage: 
 
� Assets to be updated: 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
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Record a Declarative Resolution where I’m the Custodian cont’d: 
 
� Select individual assets to be updated by clicking in the check box in the Resolve column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the location and the assets to be updated are both filled in, press the <Save> button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 
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Record a Physical Resolution for Assets Where I’m the User: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the user. 
 

 
 
Usage: 
 
� Top section: Location of the asset: 
� Use the List of Value button to select the location of the asset 
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Record a Physical Resolution where I’m the User cont’d: 
 
� Bottom section: Assets to be updated: 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
� Select individual assets to be updated by clicking in the check box in the Resolve column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the location and the assets to be updated are both filled in, press the <Save> button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 

 
 
 
 
 



Sunflower Assets Web Transaction Pages 07/03/01 Page 47 of 59 

Record a Declarative Resolution for Assets Where I’m the User: 
 
Purpose:  This screen only displays and updates assets for which the signed-on person is the user. 
 

 
 
Usage: 
 
� Assets to be updated: 
� Use the <Enter Query> button to display the Asset Query screen (see page 6).  That screen 

allows you to find assets by specifying search criteria. 
� Use the <Manually List Assets> to directly key in assets to be updated 
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Record a Declarative Resolution where I’m the User: 
 
� Select individual assets to be updated by clicking in the check box in the Resolve column next to 

the desired assets. 
� You can use the <Select All> or <De-Select All> buttons to select or de-select all listed 

assets, respectively. 
� If you wish to see more detail for each of the listed assets, click the check box next to the <Show 

Asset Details> field.   
 
� When the location and the assets to be updated are both filled in, press the <Save> button: 
� The system will re-display the asset list, noting the success or failure of the transaction. 
� In the event the update fails, a message will display explaining what happened. 

 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 
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List Assets Menu: 
 
Purpose:  This menu lists the various ways you can list asset information on the screen.   
 

 
 
Usage: 
 
� Click once on the button which most closely matches the function you want to perform and the 

system will take you to the appropriate screen. 
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List Assets where I’m the Custodian: 
 
Purpose:  This screen only displays assets for which the signed-on person is the custodian. 
 

 
 
Usage: 
 
� This screen is for display purposes only, you cannot change information here. 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 

� You can click on the <Enter Query> button to view a list of assets based on other criteria. 
� Click on the Show Asset Details check box to see more information for each of the listed assets. 
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List Assets where I’m the Requested Custodian: 
 
Purpose:  This screen only displays assets for which the signed-on person is the custodian who has been 
requested to accept a change. 
 

 
 
Usage: 
 
� This screen is for display purposes only, you cannot change information here. 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 

� You can click on the <Enter Query> button to view a list of assets based on other criteria. 
� Click on the Show Asset Details check box to see more information for each of the listed assets. 
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List Assets where I’m the User: 
 
Purpose:  This screen only displays assets for which the signed-on person is the user. 
 

 
 
Usage: 
 
� This screen is for display purposes only, you cannot change information here. 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 

� You can click on the <Enter Query> button to view a list of assets based on other criteria. 
� Click on the Show Asset Details check box to see more information for each of the listed assets. 
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List Assets where I’m the Requested User: 
 
Purpose:  This screen only displays assets for which the signed-on person is the user. 
 

 
 
Usage: 
 
� This screen is for display purposes only, you cannot change information here. 
� Note that you have the ability to get more detail for any field which is underlined (hyperlink).  In this 

example, you could click once on the asset identifier and a pop-up window will display with more 
information about the asset. 
� If you click on the asset you will see more information, including steward, custodian and 

organization.  Each of these fields are also underlined (hyperlink) and can be clicked on to 
display even more detail. 

� You can click on the <Enter Query> button to view a list of assets based on other criteria. 
� Click on the Show Asset Details check box to see more information for each of the listed assets. 
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List Assets that meet Criteria of my Own Choosing: 
 
Purpose:  This screen allows you to define your own query criteria to display a list of assets. 
 

 
 
Usage: 
 
� Key in or select any number of fields.  Note the radio button to switch between the assigned and 

requested steward, custodian or user. 
� After you have entered your criteria, click once on the <Execute Query> button and all the assets 

which meet your criteria will display on the original screen. 
� To re-enter the criteria, click once on the <Clear> button – the screen will clear & you can start over. 
� If you choose not to complete the query, click once on the <Cancel Query> button. 
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Register for E-Mail Notifications Menu: 
 
Purpose:  This menu lists the various ways you can sign-up to be notified via e-mail for actions which 
take place in the system.   
 

 
 
Usage: 
 
� Click once on the button which most closely matches the function you want to perform and the 

system will take you to the appropriate screen. 
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Register for Asset Event Notification: 
 
Purpose:  This screen allows you to sign-up to be notified via e-mail for actions which take place in the 
system.   
 

 
 
Usage: 
 
� Actions which take place in the system will be listed in the bottom portion of the screen.  These are 

generically referred to as “events” and can be seen in the Event Type column. 
� For each event, the available conditions you can sign-up for are listed as follows: 
� Prior to the Event – Steward, Custodian or User: An e-mail will be sent to you if you are the 

Steward, Custodian or User assigned to the asset when the event took place. 
� After the Event – Steward, Custodian or User: An e-mail will be sent to you if you are the 

Steward, Custodian or User who is assigned to the asset as a result of the event. 
� Any Asset: Click in this column to be notified if the event occurs on any asset 

� Be sure to click once on the <Save> button to save your choices. 
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Register for Open Asset Request Notification: 
 
Purpose:  This screen allows you to sign-up to be notified via e-mail for asset change requests.   
 

 
 
Usage: 
 
� Requested asset change actions which take place in the system will be listed in the bottom portion of 

the screen. 
� For each Request Type, the available conditions you can sign-up for are listed as follows: 
� Current – Steward, Custodian or User: An e-mail will be sent to you if you are the Steward, 

Custodian or User assigned to the asset when the request was made. 
� Requested – Steward, Custodian or User: An e-mail will be sent to you if you are the Steward, 

Custodian or User who requested to accept the change. 
� Any Asset: Click in this column to be notified of the request for any asset. 

� Be sure to click once on the <Save> button to save your choices. 
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Register for Closed Asset Request Notification: 
 
Purpose:  This screen allows you to sign-up to be notified via e-mail for asset change requests when 
they are completed.   
 

 
 
Usage: 
 
� Requested asset change actions which take place in the system will be listed in the bottom portion of 

the screen, along with the possible actions which can be taken on each request. 
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Register for Closed Asset Request Notification cont’d: 
 
� For each Request Type, the available conditions you can sign-up for are listed as follows: 
� Denied: The request has been denied. 
� Expired: The request has expired with no action. 
� Overridden: The request has been superceded by another request. 
� Withdrawn: The request has been withdrawn/cancelled by the originator. 
� Current – Steward, Custodian or User: An e-mail will be sent to you if you are the Steward, 

Custodian or User assigned to the asset when the request was made. 
� Requested – Steward, Custodian or User: An e-mail will be sent to you if you are the Steward, 

Custodian or User who requested to accept the change. 
� Any Asset: Click in this column to be notified of the request for any asset. 

 
� Be sure to click once on the <Save> button to save your choices. 
 
 
 
 
 
 
 


